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Bob:
1. This is essentially the same form end procedure which was originally
submitted to us.

2. The following concessions have been incorporated into the revised
vergion:

a, Elimination of indorsement form by placing indorsement at bottom
of order forms

b. Elimination of three tisgsues on each order

3. Your attention is called to the following unnecessary steps
which still remain in the procedure:

a. HRouting of order through Requirements Branch for review ——
b, Review and authenticetion of order by Assistant Director, 0OCD, -

¢. Maintenance of duplicate filesof dissemination orders : (1) in the
Dissemination Branch and (2) in Office of Asst., Director, OCD

# d. Indorsement of order to OGD by Chief, Central Records to indicate
coppliance with instructions contained in the order

e, Use of sepsrate forms for initisl and subsequent dissemination

v £, Chief of Central Records being required to supply inventory informa-
tion with each indorsement of each prder.
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' DARDFORM NO. 84 (-

Oﬁice Memamndum » UNITED STATES GOVERNMENT

Executive for Administratiga and manasgenent
TO : Attentiont Chief, Manag#tent Branch DATE: 16 Dctober 1947

FROM : *3aistant Nirector for Collsction and Dissemination
AY B \

SUBJECT:  Missemination Order forms |

* 1. The Dissemiration Crtier forn proposed by the 'fanagement 3ranch
has been examined carefully and with a full appreciation of the desire -
to simplify forms ancd rrocedures all possible. The proposed form appears
useful as a running record fam but nob as an ordar form to cover the
three types of dissemination:lesired; i.e.,, original mluseminaticn of a
C.T.A. publication, later additional dissemination of thie same pvblication,
. and, "maverick" problems. Te use the form oZfered, ‘it would apprar
necessary to prepare additiopal procedure inst ructlons to explain the
form for its various uses, ard to accompany it with a u2mo of exnlanation
for ™maverick" rroblems,

2., - The forms rroposed @W'OCD have been carefully worked out so that

each order is complete in itself. The first paragraph-is pertinont

. information; the secord is @he distribution request, ard an instruction
to insure that the stendard ~outing slip used contains the necessary
security instructions; the $1ird (in original dissemination) is an
instruction regarding file ﬁopies, and, thz last is a request for a
report of compliance, These are each considered egsential, based on
operating experience. The verbiage is not excessive, bubt is authoritative.
The physical entries wejuired are reduced to a2 minimum. Centra’ Records
has only to glance at the typed-in figures or substance to extrict the
necessary instructions; once the form is understood; but in eveat a new
employee is used, the instrtctions are there in black and whlte instead
of in another memo fjle or *n,somcone'o MEMOTY o

" 3. In the ihterest og reduciag the number of forms, the report-back
forn can be eliminated provwided the entry is made on the order “orm itself
so that the original can he filed in Central Records and a copy returned
to OCD for its use. As lo#z as OCD is responsible for the dissemination
of material, OCD considers: this rerort of compliance essential. Practical
experience has shown too mény cases of faulty comollaace to permit otherwise,
Further, your attention is’invited to redraft of paper headed "Dissemination
Order Form" attached to inrlosure (L), This re-draft indicates the comnlete
nrocedure followed and desfred in preparing and routing Disgsemination Uxders.

L. As for the proceﬁnre, there may be two alternatives: (1) The
Chief, Missemination Brandh, signs and forwards the orders at the sare time
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sending a copy for infornation to the Assistant Director or (2 The
Chief, Dissemination Branch, foerwards the order to the Assistart
Director for signature and -lispatch. The Assistant Director, (D,
prefers the latter because »f the highly classified material irvolved
and his need to know, in many cases, what dissemination is beling nade

‘before the order is issued.

5. Covnies of the two Torms as OCD desires tnem printed are
forwarded as inclosures (2) and (3). It is requested thet necessary
reproduction orders be issuad.

Inclosures ‘
(1) Lanagement Branch précosed ordsr form
(2) 0CD Order Torm HNo. -A

(3) 02D Order Form No, - =B
(L) 0CD Dissemination 0rdsr procedure
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